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SECTION 5 – NEW HIRE REPORTING 
 

  1   INTRODUCTION 
 
New Hire is a national program required by both 
state and federal laws.  It is designed to locate 
non-custodial parents with child support 
obligations. 
 
New Hire information will also be used in the 
administration of Social Security and public 
assistance programs.  This information will also 
be used to detect and prevent fraud within 
Unemployment Insurance and Worker’s 
Compensation. 
 
Accurate and timely reporting by employers 
is essential for the continued success of the 
program. 
 
Additional information can be found on the 
Internet at http://dwd.wisconsin.gov/uinh. 
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  2   COMPLIANCE 
 
All employers with a FEIN (Federal Employer 
Identification Number) must participate in New 
Hire reporting. 
 
Employers are required to submit information 
on every newly hired employee to the 
Department of Workforce Development.  Refer 
to Part 3 of this section for reporting deadlines. 
 
An employee is any individual who is 
considered an employee for federal income tax 
withholding purposes. 
 
A newly hired employee is any individual 
reporting to work with an employer for the first 
time or any individual rehired after an unpaid 
absence of more than 90 days. 
New Hire data is stored in the State Directory 
and matched against state child support cases.  
If a match is found, a wage withholding notice is 
sent to the employer for collection of child 
support. 
 
All states’ New Hire, quarterly wage and 
Unemployment Insurance benefit data is 
transmitted to the National Directory for 
interstate matching and child support 
enforcement. New Hire reports are also 
regularly compared against all States’ quarterly 
wage files to identify reporting compliance.  
Employers found not to be in compliance may 
be subject to penalties up to $25 per unreported 
employee. 
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  3   REPORTING INSTRUCTIONS 
 
New Hire information may be reported in a 
variety of ways: 
 
 

 

 

 

 

 
 
 
 
 
 
 
 

Secure Internet Site - The address for the 
Internet reporting site is 
www.newhire-usa.com/wi. 
 
At this site, employers may key individual 
reports or transfer an entire file.  The site 
also includes access to a log of reports 
submitted over the Internet during the most 
recent 90 days. 
 
Diskette 
 
Magnetic Tape 
 
Paper – Report by paper using State Form 
WT-4, Federal Form W4, or by submitting a 
list containing the required information listed 
below. 
 
Paper reports may be sent by toll free fax at 
1-800-277-8075.  Copies of these forms can 
be found at the end of this section. 

 
Toll Free Telephone - Report by 
automated touch-tone at 1-888-300-4473. 

 
Mail electronic and paper reports to: 
 
Wisconsin New Hire Reporting 
P.O. Box 14431 
Madison, WI 53714-0431 
 
New Hire reports are due within 20 days after 
the date the employee starts work for you or at 
least twice per month for electronic reporting 
such as Internet, diskette, or magnetic tape. 
 
REPORTS MUST CONTAIN: 

Employee name 
Employee address 
Employee social security number 
Employee date of birth 
Employer name 
Employer payroll address 
Employer FEIN 
Date of hire 

 
 
 
 
Part 6 of this section includes copies of State 
Form WT-4 and Federal Form W-4. 

http://www.newhire-usa.com/
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  4   OPTIONS FOR MULTI-STATE 
 EMPLOYERS 
 
Federal legislation allows employers with 
employees in more than one state the option to 
choose a single state for all New Hire reporting. 
 
More information is available on the New Hire  
web site at www.newhire-usa.com/wi or by 
calling toll free 1-888-300-4473. 

 

http://www.newhire-usa.com/wi
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  5   TIPS 
 
 Internet reporting is very convenient and 

eliminates mailing costs associated with  
paper forms, tapes and diskettes. Visit the  
New Hire web site at www.newhire-usa.com/wi.  
Follow the links to New Hire to register for a 
user password and to start reporting on-line. 

 
 The employer address on New Hire reports 

will be used by Child Support Enforcement 
agencies to send wage withholding notices.  
Please consistently provide the best 
employer address for this use on your New 
Hire report. 

 
 Please do not include a cover sheet with 

faxed reports. 
 
 Duplicate reporting increases program 

costs.  Please do not submit an individual 
report more than once. 
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  6   NEW HIRE REPORTING 
 FORMS 
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